P

82.
83.
84,

85.

86.
87.
88.

89,

LMR

Awareness of the grievance format
Understanding of the arbitration process
Awareness of available options prior to arbitration

Ability to recognize and construct the essential elements of issues
to be discussed in arbitration

Awareness of alternatives to arbitration
Understanding of arbitration procedures
Ability to prepare a grievance case for arbitration

Understanding of the supervisor/manager's role in arbitration
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Constructive Discipline Course

1. In general, how useful was this MTS course?

a. very
b. generally
c. moderately
d. slightly

e. not at all

USE THE FOLLOWING SCALE FOR ITEMS 2-6.
To what extent have conditions in your unit changed as a result of
your attendance at this MTS course?

a. much better

b. better
c. no change
d. worse

e. much worse
2. with respect to efficiency
3. employee job satisfaction
4. employee morale
5. your interaction with employees
6. your understanding of the superviscry/managerial role

USE THE FOLLOWING SCALE FOR ITEMS 7-9.
In general, how satisfied are you?

a. very satisfied

b. satisfied

c. indifferent

d. dissatisfied

e. very dissatisfied

7. working for the FAA
8. being a supervisor/manager

9. your current position as a supervisor/manager
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USE THE FOLLOWING SCALE FOR ITEMS 10-35.
Please rate the following specific course content areas in terms of
the usefulness of each to you in your present position.

not at all useful
. slightly useful
moderately useful
quite useful
extremely useful

oQo0cocoe

If you do not remember a subject, leave the space blank for the item.

Human Relations

10.

11.

12.

Review of motivational theory
The supervisor's/manager's role in human relations

The impact of the organizational environment on employee
behavior

FAA Policy for Discipline

13

14.

5.

16.

The FAA philosophy of discipline
FAA standards of conduct
The role of the supervisor/manager in the area of discipline

Relation of discipline to other FAA programs

Meaning and Purpose of Discipline

17.
18.

19.

20.

e S—

Concepts of positive vs. negative discipline
Relationship of discipline to employee motivation

The role of supervisor/manager in preventing the need for
corrective discipline

Identifying potential problem areas
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Informal Discipline
21. Available disciplinary actions
22. How to employ informal discipline actions

23. Approaches to the disciplinary interview

Formal Discipline
24. Letter of reprimand
25. Minor adverse actions
26. Major adverse actions

27. Employee appeals system

Other Behavioral Problems
28. Political activities
29. Financial obligations

30. Alcoholic abuse

Ethical Conduct
31. Outside employment/financial interest
32. Gifts, favors, entertainment

23. Supervisor/managerial responsibilities

Investigations and Security

34, Investigative and security resources available to supervisor/managers

35. Supervisory/managerial roie in investigative actions
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USE THE

FOLLOWING SCALE FOR ITEMS 36-69.

To what extent has your attendance at this MIS course changed your
effectiveness in the areas listed below?

36.

37

38.

39,

40.

41.

42.

43,

s,

45.

4é.

47.

48.

49,

50.

51.

. considerable improvement
b. some improvement
c. no change
d. some reduction
e. considerable reduction

Understanding the motivational factors that relate to work
performance

Understand the factors influencing the management style used by
supervisor/managers

Awareness of FAA policy and philosophy of positive discipline
Understanding supervisor/manager's responsibilities for discipline

Understanding the relation of discipline to programs such as
EEO and LMR

Viewing discipline in a positive manner rather than strictly
punishment

Promoting self-discipline in employees

Understanding the relation of positive discipline to motivational
factors influencing employee behavior

Understanding of the relation of discipline to organizational goals

Awareness of the contrast between positive self-discipline and
negative imposed discipline

Implementing supervisory/managerial practices to prevent need for
corrective (imposed) discipline

Identification of causes of employee behavioral problems

Awareness of methods available to identify causes of behavior problems
Recognition of symptoms of problems

Awareness of causes of deteriorating discipline

Understand actions to be taken to determine causes of deterioration
in discipline
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5,
25

56,

57.

58,

59,
60.

61,

66,

61/,

68.

62,

Knowledge of informal disciplinary action

Understanding of correct procedures to accomplish informal
disciplinary action

Ability to conduct an effective disciplinary interview
Correct use of the letter of reprimand

Understanding of employee grievance procedures in relation to
disciplinary action

Understanding of the roles of the parties involved in a grievance action

Awareness of documertation and administrative requirements for a
disciplinary action

Knowledge of how to take a minor adverse action
Awareness of process for appeal of minor adverse action

Understanding of the supervisor/manager's role in processing appeals
for minor adverse actions

Ability to prepare a letter of proposal to take an adverse action
Understanding of how to Tindertake a major adverse action
Understanding of process for appeal of a major adverse action

\
Awareness of the supervisor/manager's responsibilities with respect to
employee behavioral problem in finance, alcohol abuse, and political
activity
Knowledge of the FAA Ethical Conduct Program

Awareness of supervisor/manager's responsibilities in the Fthical
Conduct Program

Awareness of investigative/security resources available

Use of investigative/security services

73




Managerial Effectiveness Course

1. In general, how useful was this MTS course?

a. very
b. generally
c. moderately
d. slightly

e. not at all

USE THE FOLLOWING SCALE FOR ITEMS 2-6.
To what extent have conditions in your unit changed as a result of
your attendance at this MTS course?

a. much better

b. better
c. no change
d. worse

e. much worse
2. with respect to efficiency
3. employee job satisfaction
4. employee morale
5. your interaction with employees
6. your understanding of the supervisory/managerial role
USE THE FOLLOWING SCALE FOR ITEMS 7-9.
In general, how satisfied are you?
a. very satisfied
b. satisfied
c. 1indifferent
d. dissatisfied
e. very dissatisfied
7. working for the FAA

8. being a supervisor/manager

9. your current position as a supervisor/manager
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USE THE FOLLOWING SCALE FOR ITEMS 10-30.
Please rate the following specific course content areas in terms of
the usefulness of each to you in your present position.
a. not at all useful
b. slightly useful
c. moderately useful
d. quite useful
e. extremely useful

If you do not remember a subject, leave the space for the item blank.

Management Theory
10. Current theoretical approaches to management

11. Management style

i Management Philosophy

12. The study of managerial philosophy

Group Influence on Decision Making
13. Croup dynamics
14. Process in groups
15. Content in groups

16. GCroup problem solving

i FAA Goals and the Formulation Process
17. The goals oriented approach to planning and operations
18. DOT/FAA goals .
19. Resources utilization

20. Development of goals

21. Management of goal achievement
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ME

Transactional Analysis
22. TA theory

23. TA analysis of managerial interactions

Management Communication
24, Theory of human communication
25. Factors in communication failure and distortion

26. Managers role in communication

Assessment Process
27. Approaches to assessment

28. Operating assessment centers

Team Approach/Organization Effectiveness
29. Concept of team approach

30. Characteristics of effective teamwork
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32.

33.

34,

35.

36.

37

38.

39.

40.

41.

42.

43,

bb,

45,

46.

ME

USE THE FOLLOWING SCALE FOR ITEMS 31-57.
To what extent has your attendance at this MTS course changed your
effectiveness in the areas listed below?

considerable improvement
some improvement

no change

some reduction
considerable reduction

oQ0 T

Relating management theory to your own supervisory/managerial situation

Employing concepts such as Reddin's 3-D theory In your day-to-day
functioning as a supervisor/manager

Identifying and evaluating your own personal supervisory/managerial
philosophy

Understanding your interpersonal relations with your superiors, peers,
and subordinates

Identification of personal leadership patterns that lead to problems
with employees

Understanding the dynamics that operate in groups
Identification of sources of conflicts in groups

Development of group action in problem solving and implementation of
solution

Understanding DOT/FAA agency-wide goals
Developing viable unit goals based on national goals
Establishing achievement indicators for unit goals

Identification of problem-solving alternatives and strategles in
your unit

Improved managerial communication thiough self-analysis

Understanding emotional and personal factors which lead to failures
or distortions in communications

Employing effective feedback principles in dealing with employees

Understanding your role as a supervisor/manager in the communication
process within your unit
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47.

48.

49,

50.

51.

52.

53.

54.
55.
56.

57.

ME

Understanding concepts of assessment centers
Can participate effectively in the assessment process
Effect proper utilization of resources in goal achievement

Direct subordinate's efforts in initiating, organizing,
and accomplishing task

Seek and initiate appropriate changes when such changes will result
in a more effective organization

Express directives and assignments in a clear and understandable manner

Through use of communication skills, able to motivate employees toward
taking action and/or modifying behavior

Use the '"team concept" in decision making
Provide effective feedback to others and elicit the same from them
Treat each employee as an individual with specific and unique needs

Provide opportunities for the growth and development of employees
within the job
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APPENDIX II

DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION

e AERONAUTICAL CENTER
P O. BOX 25082
OKLAHOMA CITY. OKLAMONA 73128

ReFeR To. AAC-118

suasect:  MTS survey

rrom: Chief, Clinical Psychology Research Unit, AAC-118
1o Second-line supervisors and managers

One of your subordinate supervisors has been asked to participate in
an evaluation of the Recurrent Training he or she received at the
FAA's Management Training School (MTS). As part of this evaluation,
we would also greatly appreciate your assessment of the impact of
that training on the performance of your subordinate.

Enclosed you will find a brief questionnaire to use in recording your
judgments. All that is needed is to complete the questionnaire and
return the answer sheet in the enclosed envelope.

We hope you will be able to help us with this survey as the assessment
of the impact of the MTS Recurrent Training program would be incomplete
without the behavioral judgments of those other than the graduates
themselves.

Thank you.

ISSRa @R )

ROCE%4&. SMITH, PH.D. )

2 Enclosures
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MTS

-Questionnaire

Instructions

Do NOT put your name on this questionnaire. We are interested
in your frank and candid responses to the items; therefore, this
survey is entirely confidential and anonymous.

The questionnaire consists of rating scales. Work gquickly--use
your first impression to answer questions.

Use the enclosed answer sheet to mark your responses. Fill in the
space corresponding to your choice of answer with a pencil. If
you do change your mind, erase thoroughly.

When you are finished, please place the questionnaire in the
enclosed postage-paid envelope and mail it directly to the address
on the envelope.
If you have any questions, please call:
Dr. Roger C. Smith, AAC-118
FAA-CAMI
P.0. Box 25082
Oklahoma City, Oklahoma 73125

Telephone: (405) 686-4846
FTS Number: 732-4846
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Information Sheet

Age M 5 GS level or Wage Grade (WG) level

FAA Program: AF AT ES Other (specify)

Present position (sector manager, team supervisor, assistant chief, branch chief, etc.):

Present location (check one):

Washington headquarters . . . ¢ ¢« « + ¢« « ¢« o o o o o«

Regional office . o ¢ o o 3w o a da el e e e e e
A G o o T e T T T S e S S
AETOCENEET s & lole ta o el st i C Bl o e L el e i

Field office/facility (specify office/facility type). . . . . . . .

Total FAA experience (years and months). &. ¢ v v ¢« ¢« v ¢ v o &
FAA supervisory/managerial experience (years and months) . . . . .
Time in present position (years and months). . . . . . . . . .
MTS attendance (indicate the number you have attended)

Basic course:

Supervisory (month/year)

Managerial (month/year)

Refresher course:

Supervisory (PIP/PER) Recurrent (month/year)

Labor-Management Relations (month/year)

Constructive Discipline (month/year)

Management Effectiveness (month/year)
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PIP/PER Course
(Supervisory)

USE THE FOLLOWING SCALE FOR ITEMS 1-36.
To what extent has the attendance of your subordinate at this MTS course
changed his or her effectiveness in the areas listed below?

considerable improvement
some improvement

no change

some reduction
considerable reduction

T Q0 oTo

If you don't know, or have not observed the behavior described in an
item, please leave it blank.

i

Understanding the effects of various supervisory managerial styles
on employees

Relates managerial theory to his or her current circumstances

Understands his or her motivations as an FAA employee and supervisor/
manager

Understanding the motivation of employees

Applying principles of communication to relations with employees
Presents information to employees in a clear fashion

Presents information to employees in a helpful manner

Apply the principles of human relations and communications to
the PIP/PER program

Understands the relationship of PIP of other FAA programs
Understands the relation of major job assignments (MJA's) to PIP
Aaccurate identification of MJA's

Establishment of results expected for MJA's

Effective measurement of results obtained in MJA's
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e A

14,
15,
16.
17.
18,
19.
20.
21,
22,
23,
24,
25,
26.

2.

28,
295
30.
31.
32.
33.
34.
35.

36.

PIP/PIR

Attends to employee needs in supervisory/managerial actions
Appropriate variation in managerial style as circumstances warrant
Effectively conducts performance review

Understands relation of PIP to PER

Uses results-oriented approach in performance review

Applies appropriate principles and techniques to employee counseling
Uses appropriate communication techniques during performance reviews
Defines objectives of counseling sessions

Understands purpose of employee appraisal

Understands effective use of methods for appraisal

Aware of FAA policy on performance appraisal

Develops well-defined performance standards

Understands requirements for determining acceptable levels of competance

Understands the relationship of appraisal to other FAA programs
(MPP, EEO, LMR, Awards)

Understands the PER

Able to properly prepare PER

Effectively reviews PER with employee

Understands process of appeal of PER

Understands supervisor/manager's role in appeal process

Understands requirements for denial of within-grade increments
Solicits employee involvement in development of performance standards
Evaluates employee performance adequately

Evaluates employee performance fairly
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Labor-Management Relations
(LMR)

USE THE FOLLOWING SCALE FOR ITEMS 1-45.
To what extent has the attendance of your subordinate at this MTS course
changed his or her effectiveness in the areas listed below?
a. considerable improvement
b. some improvement
c. no change
d. some reduction
e. considerable reduction

If you don't know, or have not observed the behavior described in an item,
please leave it blank.

1. Understanding of Executive Order 11491 on LMR in government
2. Knowledge of the rights and restrictions detailed in EO 11491

3. Application of the FAA policy and philosophy of LMR to his or her
own organizational unit

4. Understand the meaning of exclusive recognition for unions

5. Awareness of the various relationships that can exist between
labor and management

6. Knowledge of the roles of personnel involved in the LMR process
(line, staff, etc.)

7. Understanding of the impact of unionization on day to day operation
of an organization

8. Awareness of communication requirements associated with the presence
of labor organizations

9. Awareness of problems surrounding the presence of labor organizations
10. Analysis and interpretation of contracts
11. Ability to execute role of management in contract administration

12. Understanding of the union representative's role in administering
contracts
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13.

14,

15.

16.

| 7

18.

L9

20.

21.

22,
23

24,

25
26.
&/
28.

2%,

30.
3X.

32,

I MR

Knowledge of procedures used for handling ULP's

Knowledge of the requirements for meetings, conferences, and
consultations with labor organizations

Knowledge of procedures to be used in meeting with labor
organizations

Knowledge of requirements and limitations on communication with
nonlabor or nonrecognized labor organizations

Knowledge of FAA policy on use of government facilities by labor
organizations

Knowledge of the steps and actions which must be undertaken in
leading to negotiations

Awareness of negotiating techniques

Awareness of means available for resolving differences arising in
negotiations

Understanding of the role of the supervisor/manager in administering
a labor contract

Recognition of problem areas in relations with unions under contract
Appreciation of the role of the union representative in LMR

Knowledge of indicators for evaluating the effectiveness of the
labor contract

Contract analysis and interpretation

Recognition of ULP's

Awareness of procedures for processing ULP's
Ability to resolve ULP's in a satisfactory manner

Understands differences between complaints, grievances, ULP's
and appeals

Knowledge of CSC criteria for grievance systems
Awareness of the FAA grievance system

Knowledge of procedures required in a negotiated grievance system
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33.
34,

35.

36.

37.

38.

39.

41.

42.
43.
44,

45.

Understanding of the rights of all parties in the grievance system
Recognition of grievances

Ability to resolve and process a grievance, including the required
documentation

Awareness of supervisory/managerial responsibility as to notification
of union representatives of grievance actions

Knowledge of representation rights of employees and union in grievance
actions

Awareness of the grievance format
Understanding of the arbitration process
Awareness of available options prior to arbitration

Ability to recognize and construct the essential elements of issues
to be discussed in arbitration

Awareness of alternatives to arbitration
Understanding of arbitration procedures
Ability to prepare a grievance case for arbitration

Understanding of the supervisor/manager's role in arbitration
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Constructive Discipline

USE THE FOLLOWING SCALE FOR ITEMS 1-34.
To what extent has the attendance of your subordinate at this MTS course
changed his or her effectiveness in the areas listed below?

considerable improvement
some improvement

no change

some reduction
considerable reduction

O Q0 0o

If you don't know, or have not observed the behavior described in an item,
please leave it blank.

¥,

2.

10.

11.

12,

13.

14.

Understands the motivational factors that relate to work performance

Understands the factors influencing the management style used by
supervisor/managers

Awareness of FAA policy and philosophy of positive discipline
Understands supervisor/manager's responsibilities for discipline

Understands the relation of discipline to programs such as
EEO and LMR

Views discipline in a positive manner rather than strictly as
punishment

Promotes self-discipline in employees

Understands the relation of positive discipline to motivational
factors influencing employee behavior

Understands the relation of discipline to organizational goals

Awareness of the contrast between positive self-discipline and
negative (imposed) discipline

Implements supervisory/managerial practices to prevent need for
corrective (imposed) discipline

Identifies causes of employee behavioral prchlems
Awareness of methods available to identify causes of behavior problems

Recognizes symptoms of problems
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: 15. Awareness of causes of deteriorating discipline

J” 16. Understands actions to be taken to determine causes of deterioration
‘ in discipline

"*’ 17. Knows about informal disciplinary action

f

1“ ! 18. Understands correct procedures to accomplish informal disciplinary
ﬂ‘ action

} 7 19. Able to conduct an effective disciplinary interview

" .. 20. Correctly uses the letter of reprimand

; 2l. Understands employee grievance procedures in relation to

disciplinary action
22. Understands roles of the parties involved in a grievance action

23. Aware of documentation and administrative requirements for a
disciplinary action

24. Knows how to take a minor adverse action
25. Aware of process for appeal of minor adverse action

26. Understands the supervisor/manager's role in processing appeals
for minor adverse actions

27. Able to prepare a letter of proposal to take an adverse action

28. Understands how to undertake a major adverse action

29. Understands process for appeal of a major adverse action

30. Aware of the supervisor/manager's responsibilities with respect
to employee behavioral problem in finances, alcohol abuse, and
political activity

31. Knows the FAA Ethical Conduct Program

32. Aware of supervisor/manager's responsibilities in the Ethical
Conduct Program

33. Aware of investigative/security resources available

34, Uses investigative/security services appropriately
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Management Effectiveness

USE THE FOLLOWING SCALE FOR ITEMS 1-25.
To what extent has the attendance of your subordinate at this MTS course
changed his or her effectiveness in the areas listed below?

considerable improvement
some improvement

no change

some reduction
considerable reduction

o0 o

If you don't know, or have not observed the behavior described in an item,
please leave it blank.

1.

10.

11.

12.

Employing concepts such as Reddin's 3-D theory in his or her day-
to-day functioning as a supervisor/manager

Understanding interpersonal relations with his or her superiors,
peers, and subordinates

Identification of personal leadership patterns that lead to problems
with employees

Understanding the dynamics that operate in groups
Identification of sources of conflicts in groups

Development of group action in problem solving and implementation of
solutions

Understanding DOT/FAA agency-wide goals
Developing viable unit goals based on national goals
Establishing achievement indicators for unit goals

Identification of problem-solving alternatives and strategies in
his or her unit

Improved managerial communication through self-analysis

Understanding emotional and personal factors which lead to failures
or distortions in communications

89

P




13,

14.

15,
16.
17,

18.

19

20.

24,

25.

M

Employing effective feedback principles in dealing with employees

Understanding the role of a supervisor/manager in the communication
process within his or her unit

Understanding concepts of assessment centers
Participates effectively in the assessment process
Proper utilization of resources in goal achievement

Directing subordinate's efforts in initiating, organizing, and
accomplishing tasks

Seeks and initiates appropriate changes when such changes will result
in a more effective organization

Expresses directives and assignments in a clear and understandable manner

Uses communication skills to motivate employees toward taking action
and/or modifying behavior

Use of the '"team concept'" in decision making
Provides effective feedback to others and elicits the same from them
Treats each employee as an individual wit! specific and unique needs

Provides opportunities for the growth and development of employees
within the job
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DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION

DATE AERONAUTICAL CENTER
P O BOX 25082
OKLAHOMA CITY. OKLAMOMA 7312%

NLCRERLY RAC-1LS

SUBJECT MTS survey

rrom: Chief, Clinical Psychology Research Unit, AAC-118
to. FAA nonsupervisory personnel

Your supervisor has been asked to participate in an evaluation of the
Recurrent Training course he or she received at the FAA's Management
Training School (MTS). As part of this evaluation, we would also
greatly appreciate your assessment of the impact of that training on
the performance of your supervisor.

Enclosed you will find two questionnaires. The first is focused upon
the results of MIS training as you have observed them. The second

is a standardized questionnaire that asks about your approach to

your work. All that is needed is to complete the questionnaires

and return the answer sheets in the enclosed envelope.

We hope you will be able to help us with this survey as the assessment

of the impact of the MTS Recurrent Training program would be incomplete
without the assessments of those other than the graduates themselves.

\l\\r N (ﬁ }\ «\M‘ y \\7 k'\ D

ROGER %. SMITH, PH.D.

3 Enclosures
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